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Task

Process Information

Associating a Receipt to a Voucher.

Steps to associating a Receipt to a Voucher that was linked to a PO and not to a
Receipt.

Note: The receipt must already be created in GEARS first before completing
this process and you should have the receipt number

GEARS Navigation

Accounts Payable > Vouchers > Add/Update >
Regular Entry

Main Menu ~ » Accounts Payable ~ > Vouchers ~ > Add/Update ~ > Regular Entry

Process

This document is intended to provide a quick reference to completing standard transactions within GEARS.

STEP ACTION

DETAILS

1 Enter the voucher ID that you would like
* | to associate to a Receipt.

Then click | Search

Favorites ~ Main Menu ~ >

&< GEARS

MARYLAND JUDICIARY

Accounts Payable = > Vouchers » >

Add/Update ~ > Regular Entry

Voucher

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value | Add a New Value

Search Criteria

Business Unit[=_wv| MDJUD Q
Voucher \D| begins with vl 00637727 »I
Invoice Number [begins with ~ |
Invoice Date[=___ v|
Short Vendor Name
Vendor ID [}
Vendor Namebegins with v

Voucher Style[= v v]

Related Voucher|begins with s

Entry Status[= v v|

Voucher Source[= v |

Incomplete Voucher|= v V]

Ref Doc|begins with s

[lcase sensitive

=
Search Clear | Basic Search = Save Search Criteria
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Click on the tab | Invoice Information

2.

Favorites ~ | Main Menu ~ b

&« GEARS

MARYLAND JUDICIARY

Summary

Business Unit MDJUD
Voucher ID 00637727
Voucher Style Regular
Vendor Name RUDOLPH SUPPLY
PO BOX 79873
BALTIMORE, MD 21279-0873

Accounts Payable » >

Related Documents |_Invoice Information ] AOC MD Payment

Vouchers ~ > Add/Update ~

Payments

> Regular Entry

Invoice Date 11/13/2020
Invoice No INV-415879

Invoice Total 4154

uso

Voucher Aftributes

Error Summary

Entry Status Postable
Match Status Ready

Approval Status Pending
Post Status Unposted

Budget Status Not Chk'd

Budget Misc Status Valid

Pay Terms Due Now
Voucher Source Online
Origin ONL
Created On 11/13/2020 3:13PM
Created By joseph.george
Last Update 11/13/2020 3:14PM
Modified By joseph.george
ERS Type Mot Applicable
Close Status Open

“View Related | Payment Inquiry

V| Go

|@" Return to Search [=] Notify

% Reiresh

For each voucher line that you would
like to associate to a Receipt, click on
the link Associate Receiver(s) .

Click on the link Associate Receiver Lines ,

Note: If the link is grayed out and looks
like this Associate Receiver Lines, you will
not be able to click on the link. Please
contact DBF to remedy this issue.

EAdd ||H
Favorites + ‘ Main Menu ~ 5 Accounts Payable ~ > Vouchers~ > AddUpdate~ > Regular Enlry
& GEARS.,
Summary | Related Documents || Inveice Information | AOC MD Payment | Payments | Veucher Aftributes | Error Summary
Business Unit MDJUD Invoice No JNV-415879 x Invoice Total Session Defaults
Voucher|D 00637727 Accounting Date 11/13/2020 [ Line Total 4154 Comments(0)
Voucher Style Regular Voucher Pay Terms NET00 = DueNow “Currency UsD/Q | Attachments (1)
Invoice Date[11/13/2020 1 Basis Date Type Acct Date m 8B
=]
RUDOLPH SUPPLY
T Total[ 41.54]
Vendor ID (0000005387 Q [ Accrual Voucher Difference .00
ShortName RUDOLPHSUP-001/Q
Location 000 Q
*Address 1 Q
Save Acton ] Run Calculate Pint
Copy From Source Document
Invoice Lines (7 Find | View All First 4 10f1 & Last
Line 1 SpeedChart Q Purchase Order [lone Asset EE
“Distribute by [Amount____ /| Ship To[DCWHOT Q
Item Description Office Suppiies
Quantity |1.0000 Contract Info[BPO0000034133- ¥ Amount Only
UOoM AMT 2021110111280 v'i »
H
Unit Price |41.54000
Line Amount 4154 Adjust PO Percentage
Favorites + | Main Menu = > Accounts Payable ~ > Vouchers~ > Add/Update~ > Regular Entry
& GEARS
bl
MARYLAND JUDICIARY
Associate Receiver
Unit MDJUD Voucher 00637727 Invoice INV-415879
Invoice Line
Line 1 Item
Quantity 1.0000 uom AMT Unit Price 41.54000 usbD
PO Number
Unit MDJUD PO No. 0000079318 PO Line 1 Sched Num 1 Amt Only: ]
Associated Receiver(s) Personalize | Find | View All | | E First ‘4 10f1 '} Last
‘Quantity to
Delete  RecvBU ReceiptNo  Line Seq  Match (PO :"O“N:"'" L{:’J“g;f"e“my Unit Price  Merch Amt =
uom) (UOM)
< >
OK Cancel
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5 Enter the Receipt number and click

Associate Receiver Lines

Search
Unit MDJUD Voucher 00837727 Line 1 Invoice INV-415879
ltem Quantity 1.0000 UoM AMT Unit Price 41.54000 USD
PO Lookup Criteria
PO Unit MDJUD PO No. 0000079312 Line 1 Sched Num 1
Receiver Lookup Criteria
Recv BU|MDJUD |Q [Receipt No|0o00052579] x ) Search
Ship To aQ Recv Dt Opt| v
Case Number G| Recv Date [5)
Pro Number (e} Carrier ID Q.
6 The details of your Receipt should Associate Receiver Lines
. . .
display below. Select the Receipt by
clicking on the ¥ and then click Unit MDJUD Voucher 00637727 Line 1 Invoice INV-415879
QK Itemn Quantity 1.0000 UOM AMT Unit Price 41.54000 USD
PO Lookup Criteria
PO Unit MDJUD PO No. 0000079318 Line 1 Sched Num 1
Receiver Lookup Criteria
Recv BU [MDJUD |Q Receipt No 0000052579 |Q Search
Ship To Q Recv Dt Opt| v|
Case Number Recv Date [+1]
Pro Number &} Carrier ID &}
Packing Slip Number a,
Details
Select Unit Receipt No  Line Vendor Vendor Ship To ﬁ:ﬁber CarrierID  Pro Nun
RUDOLPH
[ MDJUD 0000052579 10000005387 SUPPLY DCWHO1 ]
OK Cancel Refresh
7 On returning to the preViOUS page’ yOU Favorites ~ | Main Menu ~ > Accounts Payable v > Vouchers~ > Add/Update~ > Regular Eniry
L]
should see your Receipt information.
&« GEARS
MARYLAND | UDICIARY
Click 9
Associate Receiver
Unit MDJUD Voucher 00637727 Invoice INV-415879
Invoice Line
Line 1 ltem
Quantity 1.0000 uom AMT Unit Price 41.54000 usD
PO Number
Unit MDJUD PO No. 0000079318 PO Line 1 Sched Num 1 Amt Only:

Associated Receiver(s) Personalize | Find | View All | I@I E First ‘%' 10f1 ‘b Last

_ R Quantity o Voucher Unmatched Qty
Delete Recv BU Receipt No Line Seq UMI(;L"(‘:‘I"\ (PO UoM VUOM) Unit Price Merch Amt
O [ MDJUD 0000052579 1 1 1.0000 AMT 1.0000 4154000 41.54 ]
< >
OK Cancel
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8.

Save

Click

Favorites - Main Menu ~ B

& GEARS

IRRYLARO UBICIARY.

Accounts Payable >

Vouchers ~

Add/Update ~

> Regular Entry

the process to finish.

Summary || Related Documents || Invoice Information || AOC MD Payment || Payments || Voucher Aftibutes || Eror Summary
Business Unit MDJUD Invoice No JNV-415879 x Invoice Total Session Defaults
Voucher ID 00637727 Accounting Date 11/13/2020 il Line Total 4154 Comments(0)
Voucher Style Regular Voucher Pay Terms NET00 T bue Now *Currency UsDQ Altachments (1)
Invoice Date 11/13/2020 5 Basis Date Type Acct Date m E B
3
RUDOLPH SUPPLY
DO PH SUPEL L E—r
Vendor ID 0000005387 Q [ Accrual Voucher Difference )
ShortName RUDOLPHSUP-0| @,
Location 000 Q
*Address [1 Q
Copy From Source Document
Invoice Lines (2 Find | View All First (4 1011 (b Last
Line 1 SpeedChart Q (FInE = O [Clone Asset BE
*Distri Ship To[DCWHO1 Q
Distribute by [Amount____ ] MDJUD|0000079318/111
tem Description [Office Supplies Associate Receiver(s)
Quantity 1.0000 Contract Info [BPO0000034133- ¥ Amount Only
Uom AMT 2021/1]011280 i oR
Unit Price 4154000
Line Amount 4154 Adjust PO Percentage
Allocate by Percentage
Calculate
Distribution Lines Personalize | Find | View all | 2] B First 4 1011 B Last
GL Chart || Exchange Rate || Statstics | Assets
CO e pOPorcent Percent  MerchandissAmt  Quantiy Glust B pca s Accoumt  brogam  ARPRP Appopve Dept
HE 0O 1 100.0000 100.0000/ 4154 1.0000] MDJUD|Q [C50 |y (408112 (0001 |Q [0902 @ [Boos @ [A0004 | [AY2021]Q
< >
Save
To match and b dget check vour Favorites ~ ManMenu~ > AccountsPayable~ > Vouchers~ > Add/Update~ > Regular Entry
9 L] Jo
i & GEARS
voucher, choose the action Ao ey
Summary || Related Documents || Invoice Information || AOC MD Payment || Payments || Voucher Aftibutes || Eror Summary
[Match, Doc Tol, Bdgt v|
Business Unit MDJUD Invoice No INV-415879 Invoice Total Session Defaults
an d th en CI |C k Run Voucher ID 00637727 Accounting Date 11/13/2020 il Line Total a154 Comments(0)
. Voucher Style Regular Voucher Pay Terms NET00 T bue Now *Currency UsDQ Altachments (1)
Invoice Date 114372020 ] Basis Date Type Acct Date m &R
3
RUDOLPH SUPPLY.
——— I —]
Vendor ID (0000005387 Q [ Accrual Voucher Difference. 500
ShortName [RUDOLPHSUP-001 @,
Location 000 Q
“Address [1 Q
Copy From Source Document
Invoice Lines (2 Find | View All First (4 1011 (& Last
Line 1 SpeedChart Q Purchase Order [Jone Asset E][=]
Distri Ship To DCWHO1
Distribute by [Amount____v/] a MDJUD|0000079318[1]1
Item Description Office Suppiies Associate Recenver(s)
Quantity[1.0000 Contract Info [BPO0000034133- +/ Amount Only
UOM AT 2021110111280 i
1l i
Unit Price 41.54000
Line Amount 4154 Adjust PO Percentage
Allocate by Percentage
10 Choose whether you want to wait for Message
L)

Do you want to wait for the process to be completed? Voucher will be displayed after process ends. (7050,54)

11.

Click Submit Approval

tab.

to submit voucher for approval.

Note: Upon a “Valid” budget check, the “Submit Approval’

button will become active on the “Invoice Information”

@ End of Document
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